USAI Y General Notice
| NFORVATI ON M AS/ | RD
06/ 30/ 2000

SUBJECT: The July 2000 Autonated Directives System (ADS) Notice

Al witten guidance related to Agency-w de operating procedures
i s produced and di sseni nated through the ADS. This includes the
reengi neered ADS chapters, currently active portions of the old
Handbooks, Agency policies, contract information bulletins,
Agency Policy notices, and all del egations of authority.

This monthly notice is divided into three sections:

Section I|: This section lists the policy notices that are
not included on ADS CD 18, but are posted to
the ADS web site. Policy notices are posted to
the ADS web site 3 to 10 busi ness days after
they are issued.

Section I1I: This section pertains to ADS ti ps.

Section II1: This section describes the ADS and provides
instructions for accessing the ADS CD. It is a
repeat fromthe prior nonth's notice.

Policy Notices Since ADS Conpact Disk (CD) 18

Al'l Agency personnel have access to USAI D General Policy Notices
and should read and assimlate the new policies. The notices are
di stributed each evening fromthe Notice Sender mail box to
everyone in USAID)Wand to specific mail boxes within the

M ssi ons.

A nunber of USAID/ General Policy Notices have been issued since
the rel ease of ADS CD 18.

Pl ease not e:

* ADS CD 18 non PDF files are accessible to ALL USAI D/'W
enpl oyees via the Local Area Network (LAN). ADS 18

CDs were nailed to the Mssions May 18, 2000. |If you

are in USAID)Wand unable to | ocate ADS CD 18, please
contact the IRM Hel p Desk for assistance.

* ADS CD 18 material and Policy Notices are al so
accessible via the ADS web site.

ADS intranet: < http://inside.usaid.gov/ADS >
*ADS Internet: < http://ww.info.usaid.gov/pubs/ads >

*Pl ease note: This address will change on 07/07/2000 to
http://ww. usai d. gov/ pubs/ ads.



Policy Notices not

Wb site:

NOTI CE
Narre/ No.

JUNE 2000

0658, 0658a- g

0657-0657a

0650

0642

0621

0615

0603

MAY 2000

0536

0535

0534

0531

0523

0521

0519

0509

0507

DATE

06/ 29/ 2000

06/ 29/ 2000

06/ 27/ 2000

06/ 22/ 2000

06/ 15/ 2000

06/ 13/ 2000

06/ 06/ 2000

05/ 26/ 2000

05/ 25/ 2000

05/ 24/ 2000

05/ 22/ 2000

05/ 19/ 2000

05/ 19/ 2000

05/ 17/ 2000

05/ 08/ 2000

05/ 05/ 2000

i ncl uded on ADS CD 18 but posted to the ADS

SUBJECT

ADS 545, Automated | nfornmation
Systens Security

| ssuance of AIDAR Circul ar 00-1,
"Contractor Performance Eval uation",
to be included in ADS 302, Mandatory
Ref erence, Al DAR

Gui dance on Program Focus Wt hin
Basi ¢ Educati on

ADS Chapter 621 - Obligations

Rei mbur sement for Professional
Liability Insurance (Revised ADS
537)

Qui dance on the Definition and Use
of the Child Survival and Di sease
Pr ograns Fund

ADS 541.5.2 Update - Personal Use of
I nf ormati on Managerment (I'M

Resour ces

CORRECTI ON - The Foreign Service
Skills Matrix

Clarification on the USAID

| mpl enent ati on of Use of the
Governnent Travel Card for All
Oficial Travel

Revi sion to ADS 463 - Foreign
Servi ce Boards

New 25- Day Maxi mum Hone Leave
Policy for Hone Leave/ Transfer to
USAI DY W

ADS Chapter 631, Accrued

Expendi t ures

Revi sion to ADS 303, Grants and
Cooperative Agreenents to Non-
Gover nrental Organi zati ons

| ssuance of Chapter 628, G fts and
Donati ons and Dol |l ar Trust Fund
Managenent

CORRECTI ON - Revi sed ADS 253,

Trai ning for Devel opment, and
Mandat ory Reference,

Detailed Guide for Training Results
CORRECTI ON - Cui dance on Fundi ng
Forei gn Governnment Del egations to
I nt ernati onal Conferences



0504 05/ 04/ 2000 Gui dance on Fundi ng Foreign
CGovernment Del egations to
I nt ernati onal Conferences

APRI L 2000

0427 04/ 24/ 2000 ADS 253: Training for Devel opnent
| mpact

0420 04/ 13/ 2000 ADS 545, Autonmated |nfornation
Systens Security

0407 04/ 06/ 2000 ADS 552, C assified Autonated

I nformati on Systenms Security
El ectroni ¢ Copi es:

* Policy notices may al so be obtained by sending an
e-mail to < Notice Miil box@ AS. | RD@AI DW >.

* ClBs issued since ADS CD 18 are found on the M OP web
page: < www. i nfo. usaid. gov/procurenent_bus_opp/ procurenent/cib >

CIBs issued prior to ADS CD 18 are al so avail able on the M OP web
page. CIBs may al so be obtained from M OP/ POL, (202) 712-0610.

Hel pful TIPS about the ADS CD and ADS f or nat

Each nonth we will include ADS content and/or ADS CD hel pfu
tips. This month's tips pertain to the ADS CD 18 and the new ADS
format .

Q1 ADS CD 18 has files both in a portable document fornmat
(PDF) and in text format. WIIl the next ADS CD rel ease be
t he sane way?

Al No. ADS CD 19 will be 100 percent PDF

Q2 How do | read PDF files?

A 2 You can read PDF files with the Adobe Acrobat Reader. So that
you are able to read the files, the reader is included on
the ADS CD. The reader autommatically opens when you click
on a PDF ADS chapter or reference.

Q3 | used to be able to find Agency policy and procedures

within the .5 section of an ADS chapter. Now that the
format has changed, where can | find Agency policy and
procedures within an ADS chapter?

A3 The .3 section of the ADS chapters in the format now house that
chapter's policies and procedures.

Q4 ' mupdating some ADS material. Do | have to wite it using
Pl ai n Language?

Q4 Yes. Every Agency has to adhere to the Presidentia
Menor andum di recti ng agencies to use Plain Language when



witing nenos, letters, forns, and regul ations. For nore
i nformati on about Pl ain Language, see
< http://ww. pl ai nl anguage. gov >

VWhat is the ADS?

The ADS sets forth the Agency's policies and essentia
procedures, as well as nandatory and suppl ementary informationa
references. It contains six functional series, interimpolicy
updates, valid Al D Handbook chapters, a resource library, and a
gl ossary.

The functional series consist of ADS chapters that have been
witten in a standardi zed format. The six functional series are
as follows:

Series 100 Organization and Executive Managenent
Series 200 USAID Program Assi stance

Series 300 Acquisition and Assistance Agreenents
Series 400 Personne

Series 500 Managenent Services

Series 600 Budget and Fi nance

O her Sections of the ADS:

* The InterimUpdates are USAI DY General Policy notices that
are not yet in the standardized format. Over tinme, the Interim
Updates will be incorporated into the appropriate ADS chapter.

* The Al D Handbook Series includes the few Handbook chapters
that are still valid, and serves as a cross reference between the
Handbooks and ADS chapters in the functional series.

* The Resource Library contains the Mandatory and

Suppl emrentary References. Mandatory References are the
CGovernment's regul ations and other material that the Agency nust
follow. Supplenentary References provide hel pful informtion
pertaining to the Agency's policies and procedures.

* The d ossary defines terns found in the Functional Series.

Updates: The ADS is updated quarterly via a CD. The | atest
version of the ADS CD (fornerly known as DR-CD) is 18.

How Do | Access the ADS CD?
The ADS in its entirety is located on the ADS CD. If you are in

USAI D/ Washi ngt on, please follow the steps listed below. I|f you
are in the field, access nmay be obtained via a CD ROM reader



USAI D/ W User s:

Step 1. Cick on the Wndows "Start" Button
Step 2. Cick on "NetApps"
Step 3. Cick on "CDNET"

Congratul ations! You have successfully accessed the CD Tower.
*Step 4. Click on "ADS"
Step 5. dick on the "Run" button

*1f you do not see the ADS CD listed, please click the "Search"
button located in the bottomleft hand corner of the gray box

t hat appears on your screen. The systemw || then update your
list of CDs.

The gray box will disappear fromthe screen for a monment and then
the ADS CD will appear. If the ADS CD does not appear, please

cl ose the CDNET program and repeat steps 1 through 3.

Conponents of the ADS may al so be accessed via the intranet and
the Internet. These sites currently do not contain the valid
Handbook chapters, but a list of which Handbook chapters are
still valid is included on the ADS web site. Additionally, the
Internet (unlike the intranet) does not have Interim Updates for
Series 100 and 500.

USAI D/ General Policy Notices are placed on the web sites either
as InterimUpdates or as a new or revised ADS chapter and/or
reference (replacing the old ADS material, if any), within 3 - 10
busi ness days of their issuance. Therefore, the ADS web sites
will reflect policy updates sooner than the ADS CD. ADS materia
may be obtai ned by accessing:

1. The ADS intranet hone page is found by accessing the
USAID i ntranet Home page, < http://inside.usaid.gov >

(Pl ease note, this is a new web address for the USAID
i ntranet home page.)

Then click once on the word "ADS" This link will take
you to the USAID i ntranet hone page
< http://inside.usaid. gov/ADS >

2. The ADS Internet hone page is found by accessing the
USAI D I nternet Hone page at:

< http://ww.info.usaid.gov/ >

The reader nust then (1) click once on the phrase
"Publications/Partner Resources." (2)Next, scrol
down to the "ADS. Automated Directives System -
Formerly the USAI D handbooks" link. (3)dick once on
this link and it will take you to the ADS Internet
Home page:

< http://ww.info.usaid. gov/pubs/ads >

Pl ease note: Effective 07/07/2000, the USAID I nternet



address will change to < http://ww. usai d.gov >  The new ADS
i nternet address will be < http://ww. usaid. gov/ pubs/ads >.

Pol i cy Noti ces:

You may al so request an el ectronic copy of a Policy notice by
sending an e-mail to < Notice Mil box@ AS. | RD@GAl DW >.

Questions about the ADS? Please send an e-mail to
< ADS@J AS. | RD@AI DW >.

Poi nt of Contact: Cynthia Staples, MAS/IRD, (202) 712-0798 or
you may send an e-mail to ADS@M AS. | RD@\ DW

Noti ce 0660



